UNITED STATES DISTRICT COURT Rev 01/08
PETIT JUROR GUIDE-PGH DIVISION
13 COUNTY JURISDICTION PLEASE READ!
(NOT A COUNTY COURT)

Welcome to the United States District Court for the Western District of Pennsylvania. The federal
courthouse is located in downtown Pittsburgh in the U. S. POST COURTHOUSE BUILDING AT
THE CORNER OF SEVENTH AVENUE AND GRANT STREET. Be aware that our court IS NOT
associated with the Federal Building OR the County Courthouse building in downtown Pittsburgh.
Your term of jury service is determined by the court. During your term of service, we

ask that you use good judgment in attire (no shorts, tank tops, torn jeans, flip flops, etc.) and observe
the rules of etiquette in the courtroom.

Firearms, pocket knives, scissors, razors, mini batons, etc., are NOT permitted in the courthouse.
These items, as well as any others that can be construed as a weapon, will be confiscated at the
entrance of the courthouse be security officers. You and any personal belongings brought into the
building will be required to pass through electronic security equipment. While cell phones are
permitted in the building (turned off) for now, cameras and recording devices are NOT. Cell phones
with these features MAY be retained by court security until you exit the building. Current policy
concerning cell phones in the building is currently under review.

JUROR HANDBOOK

The juror handbook is intended to inform you of your responsibilities as a federal juror. The
handbook will acquaint you with terms and procedures you will use and hear in the courtroom. You
are urged to review the handbook.

PROTECTION OF JUROR'S EMPLOYMENT
U.S. CODE 28 USC 1875 SECTION (a)

'""No employer shall discharge, threaten to discharge, intimidate, or coerce any permanent employee
by reason of such employee's jury service or attendance in connection with such service, in any court
of the United States." You should contact the court immediately if such a situation arises.

WHAT A “TWO WEEK” TERM MEANS

While summoned for a two week trial term, this does not necessarily mean that you will be serving
every day for that period of time. What it does mean is that you are ON CALL to report when needed
for selection during the two week period AND TO BEGIN SERVING IF SELECTED. You could be
instructed to report more than once during the 2 week term. Please advise your employer of this fact.
After jury selection is completed for a particular case/cases, only those persons selected will report
each day until completion of that particular trial. Those persons not selected will be given instructions
as to what to do throughout the remainder of the term. You will not be paid for those days you are
not required/instructed to be in attendance at the courthouse. If you appear for jury service and have
not been instructed to do so, you will not be authorized to collect any juror fees or expense
reimbursements.

JUROR IDENTIFICATION

When you report, a juror badge will be issued to you. The juror badge is to be worn at all times while
in the courthouse. You also have been assigned a 1, 2, OR 3 digit juror number. It is hand-printed
on your “Official Notice”. This assigned number is used once you report and will be further explained
at that time. It is not to be confused with your 9 digit participant number which is used when you
phone our toll-free number for instruction. (See Reporting Date Instructions Below)



HOURS

Generally speaking, your duty hours will run from 8:30 A.M. to 5:00 P.M. Monday through Friday.
You must plan on being here a full day. However, if selected, the courtroom deputy clerk or a judge
will inform you daily as to the time to report for jury service in his/her courtroom. You will normally
be released by a jury clerk or a courtroom deputy at the close of the day. You are not to leave at
anytime until officially dismissed. Your lunch break will be announced by a jury clerk or a courtroom
deputy.

Handicapped jurors with the proper identification, should contact the jury office at 412-208-7540
PRIOR TO THE START OF THE TWO WEEK TERM to make any necessary or special
arrangements.

JUROR PAYMENT

Jurorsreceive $40.00 for each day in attendance. Jurors also receive reimbursement for travel mileage
at the current government rate from their residence to the courthouse (round trip). Parking fees will
be reimbursed up to $15.00 per day upon submission of a validated receipt. Jurors staying in hotels,
due to a lengthy commuting distance between their residence and the courthouse (MUST BE 60 miles
or more away-ONE WAY), will receive a subsistence payment of $162.00 per day. Hotel receipts are
required. Daily travel fees (mileage) will not be paid to jurors who stay overnight in a hotel. Jurors
who stay with friends or relatives will receive a reduced subsistence payment of $54.00. Checks for
jurors are prepared and mailed twice each month. (See enclosed schedule of payments) You will
receive a statement of all fees paid separately from your check. This statement can be used as
verification of days of service and the amount of jury pay that you received. If you have any questions
concerning payment or need further information for your employer, contact the jury office. The
attendance fee that a juror receives ($40.00 per day) is taxable income and must be reported to the
Internal Revenue Service. Only jurors receiving $600.00 or more will receive a 1099 form at the end
of the calendar year.

The Clerk's Office is unable to arrange hotel accommodations for you. Therefore, you should
personally contact a hotel of your choice for reservations. The map in this guide shows hotels, however,
it is not meant to be an endorsement, as there may be other quality hotels in the area. When making
a hotel reservation be certain to state that you are a federal juror to receive any lower government rate
that may be available (see special insert w/summons).

Federal employees are required to report their federal status to the jury clerk on their first day of jury
service.

JURY ASSEMBLY ROOM (Room 3300)

WHILE YOU WAIT

The Clerk's Office continues to strive to make your wait in the assembly room as comfortable as
possible. Books, magazines, games and limited television are available to you for your use while you
are in this facility. You are encouraged to bring your own reading material or some other item to
occupy your time in the event there is a waiting period. At times, it can be lengthy. A kitchen/lounge
area is equipped with a microwave and small refrigerator for your use while waiting in the assembly
area. You are also free to pack a lunch and encouraged to bring a snack in the event of a lengthy wait.
Meals ARE NOT provided and/or paid for by the Court. We ask your cooperation in keeping the
entire area clean. Coffee, tea, and a variety of juices is provided by the court while you wait in the
assembly area on your selection day. Restrooms are located in the jury assembly room and jurors are
not permitted to leave the assembly room until instructed by Court personnel. Relatives or friends
are not permitted to wait in the jury assembly room with the jurors.

The United States Courthouse is a smoke-free building. While waiting in the assembly area, jury
personnel are not permitted to allow jurors to leave the building to smoke. You are permitted to
smoke outside the building when dismissed for lunch or a break by court personnel.




Should an emergency arise in the assembly room, immediately notify one of the jury clerk. If an
emergency arises during your two week term, or while you are on your way to the court in the morning,
please call 412-208-7540 after 8:30 A.M.

The Clerk's Office cannot be responsible for items lost or stolen while you are on jury service. The
courthouse undergoes routine fire alarm drills. You are requested to remain in the assembly room
should the alarm sound and wait for instruction from jury personnel. In the unlikely event of an actual
fire, court personnel will come to escort you safely out of the building.

COURTROOMS

Voir dire and subsequent jury selection usually is conducted in the courtroom. No food, drink, or
reading material is permitted in the courtroom and all electronic equipment MUST be turned off. Use
of ANY electronic devices (including, but not limited to, cell phone text messaging, game playing,
internet surfing, etc.) in the courtroom is prohibited. You are reminded that this is a formal court
proceeding and proper attire is required (business casual).

REPORTING DATE

Although your summons gives you a date to report, this date is subject to change. Be sure to follow the
telephone call-in instructions included in your summons packet sent by the court. The court is not
responsible for any expenses incurred due to the failure to follow instructions concerning reporting for
service. The “Official Notice” instructs you to call the automated jury phone system on a specific time
and date. You will need to have your nine digit number that appears on your summons prior to calling
for instructions. The toll free number is:

1-866-498-8562
(Effective Beginning with Trial Term of January 14, 2008)

REMEMBER TO BRING YOUR SUMMONS WITH YOU WHEN YOU REPORT FOR SERVICE.

The Court trusts that your experience will be pleasant, rewarding, and memorable. Thank you.
% * % * % * % * % *

Additional helpful web sites and phone numbers:

Where to Park, Rates, Shuttle Services, and other helpful information:
www.alcoparking.com or (412) 323-4455; www.pittsburghparking.com or (412) 560-PARK
Port Authority of Allegheny County - Schedules, Rates, Park and Ride locations and links to other
transit authorities: www.ridegold.com or (412) 442-2000
Enjoy Downtown Pittsburgh - dining, shopping, activities
www.DowntownPittsburgh.com (Web only)

AREA HOTEL TELEPHONE NUMBERS
(Not intended as a complete listing or endorsement)
Courtyard by Marriott Downtown 412-434-5551

Hilton Hotel 412-391-4600
Marriott Hotel 412-471-4000
Doubletree Hotel 412-281-5800
Hampton Inn 412-922-0100
Sheraton Hotel (@Station Square) 412-261-2000
Pittsburgh Renaissance Hotel 412-562-1200
The Westin Convention Center Hotel 412-281-3700
The Omni William Penn Hotel 412-553-5100



http://www.pawd.uscourts.gov.
http://www.alcoparking.com
http://www.pittsburghparking.com
http://www.ridegold.com
http://www.DowntownPittsburgh.com




